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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The main problems of this study were (l) to survey 
a group of business firrQs located in Boston and the 
South Shore area to determine the adequacy of the busi-
ness preparation of the graduates of Weymouth High School, 
and (2) to study the implications of the findi~~s for 
curriculum revision. 
Analysis of the Problem 
The major problem of the study was divided into the 
following subordinate problems: 
1. To determine the total number of office 
employees in each firm surveyed 
2. To determine the approximate number of 
high school business graduates hired 
annually on a part-time and full-time basis 
3. To determine the methocis used by the firms 
to obtain beginning employees 
4. To detercmine the importance of certain 
factors in hiring the beginning worker, 
such as scholastic record, recommendations, 
attendance record and personality rating 
5. To dete~nine the required speeds in type-
writing and shorthand for the beginning 
employees 
6. To deterrn.ine the different types and makes 
of of1'ice machines used by the firms and 
the adequacy of the high school training 
on these machines 
7. To determine the skills, knowledges, 
personality traits, and work habits in 
which the business high school graduates 
show deficiencies 
8. To secure the suggestions of the business-
men for improving the business education 
program at Weymouth High School. 
Delimitation of the Problem 
This study vms limited to business firms located 
in Boston and the South Shore area, including Weymouth, 
Quincy, Braintree, i"'lilton, and Wollaston. Only business 
firras employing recent business graduates were surveyed. 
Hames and ac~dresses of the firms were obtained from the 
Head of the Business and Guidance Departments at Weymouth 
2 
High School. Varying types and sizes of firms were involved 
in the study. 
Justification of the Problem 
"The secondary schools have a responsibility to meet 
the needs of the economy for qualified clerical workers; 
the secondary schools also have an obligation to provide 
adequate preparation forwery youth who is interested 
l in this larse and important occupational area." 
It is important that the business curriculum meet 
the needs of the employer. This study will contribute 
to the cievelopment of an effective and more up-to-date 
curriculum. 
Organization of the Study 
Chapter I of this study includes the statement, 
analysis, delimitation, and justification of the problem. 
Chapter II consists of a review of related literature. 
The procedures used in making this survey are described 
in Chapter III, and in Chapter IV a tabulated analysis 
oi' the data is given. The final chapter consists of a 
summary of the findings and recommendations for improving 
the business curriculum at Weymouth High School. 
1 Balsley, Irol W., 11 The Bottomless Pit--We Can't 
Fill the Urgent Needs for Competent Business Workers," 
The Balance Sheet, vol. 42, April, 1961, p. 3)9. 
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CHAPTER II 
REVIEVIi OF RELATED LITERATURE 
The business teacher must turn out intelligent, well-
trained people in order to meet the needs of the community. 
There is no better way to secure the necessary information 
about what the businessman expects of his beginning employ-
ees than by conducting a community survey. The needs of 
business offices are constantly changing, and because of 
these changes, business teachers must remain in touch 
with the demands of the businessman. 
Numerous studies have been made in different sections 
of the country to determine what the businessman expects 
of the beginning employees. Catherine Cole made a survey 
in 1959 of the Greater Lawrence Business Firms and presented 
the following findings: 
1. One-third of the employers stated that general 
office workers had difficulty answering the 
telephone, filing, and figuring invoices. 
2. One-third of the businessmen stated that 
spelling, punctuation, and poor English were 
con:rmon. 
3. Forty-two percent of the firms related there 
was a tendency to waste time and a failure to 
check work for accuracy. 
4. Thirty-seven percent of the firms noted the 
failure of s orne employees to use good judgment. 
5. Twenty-five percent of the firms stated that 
the employees evidenced lack of initiative, 
interest, poor organization, and inability 
to work under pressure. 
In a study of business firms in the Providence Net-
2 
ropolitan area in 1960, Sister Loretta Narie Omar dis-
covered the following: 
l. Inability to compose letters was stated by 85 
percent of the firms. 
2. Eighty-four percent of the firms noted lack 
of spelling ability, and the failure to check 
accuracy of work. 
J. Seventy-six percent of the businessmen felt 
that poor punctuation was a common deficiency. 
Other deficiencies were: inadequate business 
vocabulary, poor penmanship, failure to make 
neat erasures, inability to answer the tele-
phone, and inability to do simple arithmetic. 
4. Sixty-six percent of the employers stated 
there was a tendency to waste time. 
5. More than half the firms observed a lack of 
willingness to do uextras 11 • 
6. Other deficiencies with regard to personal 
traits and work habits were: lack of interest 
in work, lack of dependability and absenteeism. 
7. Knowledges and skills which needed more strengthen-
ing were: spelling, basic English, arithmetic, 
accurate typing, and more business machines train-
ing. 
l 
Cole, Catherine A., A Survey of Greater Lawrence Business 
Firms to Determine Job Opportunities for High School Business 
Graduates and Deficiencies of New Employees, Master's Thesis, 
Boston University, 1959, pp. 6l=DJ. 
2 Omar, Sister Loretta Marie, A Study of Business Firms 
in Providence Metropolitan Area to Determine Some of the 
Deficiencies of Beginning Office Employees, Master's Thesis, 
Boston University, 1960, pp. 38-40. 
Agnes Quill 1 made a survey of 75 businessmen in the 
Berlin-New Britain area of Connecticut to determine what 
the businessman expects of the beginning office worker. 
Her study revealed the following: 
l. Appearance was considered as a very important 
factor when hiring office employees. 
2. According to the businessmen 1 s survey, the 
high school subject which needed additional 
emphasis was Business English. The next 
most frequently mentioned subjects were: 
mathematics, typewriting, grammar, short-
hand, penmanship, and bookkeeping. 
3. The businessmen indicated that more emphasis 
was needed in teaching students how to 
follow directions, the use of the telephone, 
punctuation, accuracy in record keeping, 
pride in work, and personal appearance. 
4. Twenty-three companies indicated that the 
use of calculating machines needed more 
emphasis. 
5. Thirty employers felt that accuracy in 
typewriting needed more emphasis. 
6. Forty-seven percent of the business firms 
in this area used employment tests. 
7. The majority of businessmen in that area 
relied on personal application to fill 
vacancies in their offices. 
A survey of 128 greater Boston business firms to 
determine some of the deficiencies of new office employees 
v.ras conducted by Ida-Marie Betti in 1954. A summary of 
l Quill, Agnes T., Survey of 75 Businessmen in the 
Berlin-New Britain Area of Connecticut to Determine What 
the Businessman ExpectS of the Beginning-Office Worker:-
Master's Thesis, Boston University, 1953, pp. 57-58. 
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her findings are listed below: 
1. Appearance and training >-<ere the most important 
factors considered in hiring new employees. 
2. The common deficiencies noted in new employees 
were: inability to compose letters, failu~e 
to check work, poor punctuation, poor spelling, 
and inability to "i.Jri te good English. 
3. Over 50 percent of the respondents noted other 
deficiencies in new employees, including poor 
vocabulary, inability to answer the telephone 
properly, inability to typeHri te accurately. 
4. Tardiness was regarded as very cowaon by 38 
employers. 
5. Over 50 percent of the employers listed the 
following as fairly co:mr1on or very common: 
lack of initiative, wastes time, poor 
organization of work, and lack of willingness 
to do "extras". 
6. The beginning business worker was also deficient 
in certain skills. There was insufficient 
knowledge of filing. More skill was needed in 
using the calculating machines. There was an 
inability to type with speed, and to use the 
duplicating machine properly. There was in-
sufficient speed in taking dictation, transcribing 
notes, posting, and using listing machines. 
A survey of 80 New Bedford business firms was made 
by Catherine E. Roche. The two main purposes of this 
study were to evaluate the business-training program 
and to determine the activities and duties most frequently 
performed by office workers for curriculum revision 
purposes at the New Bedford High School. Some of the 
7 
1Betti, Ida-~-larie, A Survey of Greater Boston Business 
F'irras to Determine Some of the Deficiencies of New Office 
Smployees, Master's Thesis, Boston UniversitY: 1954, pp. 38-40. 
findings relative to this study were: 
1. Seventy-four of the 80 respondents considered 
appearance to be the most important factor in 
hiring new employees. 
2. Honesty was the most important requirement for 
advancement in business, with accuracy con-
sidered next in importance. 
3. The most common deficiencies noted in new 
employees were "Failure to check work for 
accuracy" and 11Lack of ability to compose 
letters. 11 
4. "Lack of initiative," 11 Lack of interest in 
work," and "Lack of willingness to do 'little 
extras 111 were the most common deficiencies. 
5. Only 18, or 23 percent, of the respondents 
indicated that their firms used employment 
tests. 
A community survey was made by Barbara Walsh in 
1951 of business firms with implications for improving 
the business education program of Natick High School. 
Some of the findings relative to this study were: 
l. 
2. 
3. 
Personal application was reported by 57 percent 
of the employers as presenting the best oppor-
tunity for the high school graduate to find 
initial employment. 
More emphasis needed on English, mathematics, 
bookkeeping, and spelling. 
A sense of responsibility is the factor which 
a majority of employers feel needs to be 
developed in high school students. Accuracy 
and courtesy are also factors needing greater 
consideration. 
1Roche, Catherine E., Survey of Eighty New Bedford 
Business Firms and a Job-Activity Analysis of Employees 
in Selected New~dford Business, Master's Thesis, Boston 
University, 19)2, pp. 92-93. 
8 
4· Host of the employers surveyed had no set 
standards of speed for typing, dictation, 
and filing.l 
In 1949 Gunhild Augusta Carlson2 made a study of 
60 businessr.1en to get their reactions to the employ-
ability of high school business graduates. This survey 
was conducted by personal interview and questionnaire. 
It was felt that the personal interview technique was 
time-consmning, but very worth-while. This study revealed 
the following: 
1. Businessmen are very cooperative and willing 
to help the schools train better employees. 
2. There is almost unanimous agreement among 
these businessmen that the schools are 
successfully developing speed proficiency 
in business subjects; however, there is 
also emphatic agreement on the point that 
speed without accuracy is valueless. Accuracy 
and neatness were most frequently listed among 
the prime objectives in the teaching of busi-
ness subjects. 
3. There is almost complete agreement among 
these businessmen as to the necessity for 
the school to develop a well-integrated 
personality as well as job competencies 
in their students. 
4. Factors needing more attention were: sense 
of responsibility, courtesy, office manners, 
attitude toward work, less confidence in their 
own importance, and a greater desire to work. 
1
walsh, Barbara, A Col~rrnunity Survey of Business Firms 
with Implications for Improving the Business Education 
Pr"'gram of Natick High School, Natick, Hass., Nastei' 1 s 
Thesis, Boston University, 1951, PP• 74~ 
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2
carlson, Gunhild Augusta, Reactions of Selected (60) 
Businessmen Relative to the Employability of High School Busi-
ness Course Graduates, }!aster's Thesis, Boston University, 1946, 
pp. 49-51. 
In 1955, Catherine E. Delaneyl made a survey of 
businessmen in Framinghrun, Massachusetts, of recent 
business graduates to determine the effectiveness of 
the high school business curricQlum. She reported 
the following: 
1. Nineteen of the 30 business firms did not 
give pre-employment tests to new employees. 
2. Requirements for beginning employees in 
typewriting and shorthand were not high. 
The speed for typewriting was from 40 to 
60 words per minute. The speed for short-
hand was from 80 to 100 words per minute. 
3. The high school was the most frequently 
used source to obtain employees. Newspapers 
ranked second, and personal application third. 
~+• The trait regarded as most important by 
businessmen was accuracy. 
5. Businessmen suggested a review of the 
arithmetic fundamentals be included in 
the business curriculum. 
The related studies outlined in this chapter have 
served as background material for this survey. This 
information should be of interest to business teachers. 
It ·will aid in formulating an up-to-date curriculum in 
order to assist the business graduates to become better 
qualified employees. 
1 
Delaney, Catherine E., A Survey of Businessmen in 
Frarnin;~ham, l'-1assachusetts, and of Recent Business Graduates 
from Framingham High School to Determine the Effectiveness 
of the High School Business Curriculum, Master's Thesis, 
Boston University, 1955, pp. 59-61. 
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CHAPTER III 
HETHODS AND PROCEDURES 
Several steps were taken in order to complete this 
survey of employers of recent business graduates of 
Weymouth High School, including the following: 
1. Special permission was obtained from the super-
intendent of Weymouth Public Schools to do this study. 
2. Similar studies were reviewed to obtain back-
ground material for this study. 
3. A questionnaire was developed, presented to the 
seminar for criticism, and prepared in final form for 
distribution. 
4. Names and addresses of business firms employing 
recent business graduates were obtained from the Head of 
the Business Department and the Guidance Department. 
5. The questionnaire and letter of transmittal were 
sent to 150 business firms in Boston and the South Shore 
area. 
6. Three weeks after the questionnaire had been sent, 
a postal card was mailed to those firms which had failed 
to complete the questionnaire. 
7. The data was tabulated and swmnarized. 
8. Based on the information received, the swmnaries 
of findinc:s and recormnendations were written. 
In order to save the respondent's time in completing 
the questionnaire, the check list was brief, but thorough. 
In many instances only a check mark was necessary in 
~~swering the questions. Before the completed question-
naire was sent out, the check list was presented to the 
Seminar in Business Education at Boston University for 
suggestions and corrections. 
12 
The list of business firms employing recent business 
graduates was obtained from the files of Weymouth High 
School. This study includes both large and small companies 
representing many types of businesses. 
Three weeks after the check lists were sent to the 
150 businessmen in Boston and the South Shore area, business-
men failing to reply were sent a follow-up postal card. In 
the final analysis, 150 firms were contacted and the number 
of questionnaires considered usable was 86, which represents 
57.3 percent return. 
The following chapter will include the analysis and 
interpretation of this data. 
CHAPTER IV 
ANALYSIS AND INTERPR:E.'TATION OF DATA 
A survey was made of business firms located in Boston 
and the South Shore area which have employed recent business 
graduates of Weymouth High School. The results of this 
survey are given in this chapter. 
TABLE I 
NUMBER AND PERCE'NT OF REPLIES R:B;CEIVED 
Questionnaires 
Sent 
150 
Replies 
Received 
86 
Percent 
Returned 
57.3 
As shown on Table I, questionnaires were sent to 150 
firms and replies were received from 86 which represents 
a 57.3 percent return. 
Number of 
Employees 
l 
51 
101 
201 
301 
401 
TABLE II 
NUMBER OF OPF'ICE EMPLOYEES IN THE 
86 BUSINESS PIRMS REPORTING 
Number of 
Pirms 
50 30 
100 12 
200 8 
300 5 
400 3 
500 3 
501 1000 6 
Over 1000 8 
No Response ll 
Totals 86 
Percent 
Reporting 
34.9 
14.0 
9.3 
5.8 
3.5 
3.5 
7.0 
9.3 
12.8 
100.1 
Table II shows the number of office employees in the 
86 firms reported. It is interesting to note that firms 
employing from one to 50 office employees comprised 34.9 
percent. Fourteen percent stated that 51 to 100 persons 
were employed, whereas 9.3 percent employed 101 to 200 
office employees. From 201 to 300 employees were working in 
5.8 percent of the firms, and 3.5 percent employed from 301 
to 500. Seven percent employed 501 to 1000 workers, whereas 
9.3 percent employed over 1000. There was no response from 
ll firms. 
TABLE III 
NUMBER OF HIGH SCHOOL BUSINESS GRADUATES EMPLOYED EACH 
YEAR IN THE 86 BUSINESS FIRMS REPORTING 
15 
Number of Employees 
Hired Each Year 
Number of 
Firms 
Percent 
Reporting 
l 5 
6 10 
ll 25 
26 50 
51 75 
76 100 
100 200 
Over 200 
Varies 
No Answer 
24 
6 
6 
7 
2 
1 
4 
3 
17 
16 
27.9 
7.0 
7.0 
8.1 
2.3 
1.2 
20.0 
18.6 
Totals 86 100.3 
Table III indicates the approximate number of high 
school business graduates employed each year in the 86 
business firms reporting. 
In this survey, some of the large banks and in-
surance companies in Boston reported. 
Twenty-four, or 27.9 percent, of the firms hired one 
to five business graduates. Seven percent hired from six 
to 25 graduates, whereas 8.1 percent hired 26 to 50 busi-
ness students. Two firms reported 51 to 75 employees each 
year, and four firms hired 101 to 200 graduates. Three 
firms hired over 200 students. T-.venty percent stated the 
number of business graduates hired varied each year. 
Sixteen, or 18.6 percent, of the firms did not respond to 
this question. 
TABLE IV 
TYPES OF Ef-1PLOYNENT TESTS USED BY 52 OF THE 
BUSINESS PIR1'1S SURVEYED 
16 
Type of Test Number of Percent 
Firms Reporting 
Typewriting 26 50.0 
Clerical aptitude 22 42.3 
General aptitude 17 32.7 
Shorthand 16 30.7 
Other 19 36.5 
Table IV summarizes the different types of tests given 
in selecting beginning office personnel. Fifty-two of the 
86 firms reported the use of pre-employment tests. A 
typewriting test, the most frequently reported test, was 
given by 26 firms, a clerical aptitude test by 22 firms, 
a general aptitude test by 17 firms, and a shorthand 
test by 16 firms. Nineteen firms reported that other tests 
were administered, including: Wonderlic Personnel Test, 
filing tests, dictaphone tests and special company tests. 
17 
Forty-two companies used more than one test, and nine com-
panies stated that only one test was used. One company 
did not mention the type of test used, but stated that they 
did use tests. 
TABLE V 
REQUIRED TYPEWRITING SPEED FOR THE BEGINNING EMPLOYEE (42 FIRMS REPORTED) . 
Required Speed in Number of Firms Percent 
Words Per Hinute Reporting 
30 39 4 9.5 
40 49 18 42.9 
so 59 14 33.3 
60 and over 6 14.3 
Totals 42 100.0 
Table V states the required typewriting speed which 
the employer expected of the beginning office employee. 
It should be noted that about 75 percent of the firms 
required speeds of 40 to 59 vJords per minute. Approximately 
one-third of the firms required the employee to maintain a 
speed of 50 to 59 words per minute. The speed of 60 words 
per minute and over was required by six, or 14.3 percent. 
Only forty-two of the 86 firms provided data on this question. 
TABLE VI 
REQUIRED SHORTHAND SPEED POR THE BEGINNING ENPLOYEE 
(34 FIRiviS REPORTED) 
lS 
Required Speed in Number of Firms Percent 
Words Per Ninute Reporting 
60 2 5.9 
60-SO s 23.5 
S0-100 14 41.2 
100 and over 10 29.4 
Totals 34 100.0 
Table VI indicates that a beginning employee taking 
shorthand would be required to take dictation between 
SO and 100 words per minute in 14 firms, or 41.2 percent. 
The speed required by 10, or 29.4 percent, of the firms 
i...Jas 100 words per minute and over. Only in eight, or 
23.5 percent, of the firms were the employees required to 
take shorthand at 60 to SO words per minute. One business-
man desired 120 to 140 words per minute. Only 34 of the 86 
firms provided data on employment speeds in shorthand. 
TABLE VII 
SOURCES USED BY EHPLOYERS IN OBTAINING 
NEW ffiiiPLOYEES 
19 
Source Number of Firms Percent 
Reporting 
Personal application 52 60.2 
Recommendations of 
other employees 52 60.2 
High school placement 
office 49 56.9 
Employment agencies 43 50.0 
Newspaper advertising 43 50.0 
Advanced schools 5 5.8 
Table VII indicates that personal application and 
recorr~endations of other employees were used by 52, or 
60.2 percent, of the firms when hiring new office employees. 
F'orty-nine, or 56.9 percent, of the firms stated that the 
high school placement office was the main source. Employ-
ment agencies and newspaper advertising were used by 43, 
or 50 percent, of the firms. Five, or 5.8 percent, of 
the firms obtained new employees from advanced schools. 
The employers were asked to show the importance of 
certain factors in the employment of new personnel. They 
checked the information desired about eBch employee, and 
double checked that which was used most often. 
TABLE VIII 
THE IMPORTANCE OF CERTAIN FACTORS IN 
THE EJ.VlPLOYJVIEN'l1 OF N.fi..'\1! PERSONNEL 
20 
Factors Very Very Desirable Desirable 
Desirable Desirable Number Percent 
Number Percent 
Scholastic record 27 31.4 29 33.7 
Attendance record 20 23.3 29 33-7 
Personality rating 15 17.4 26 30.2 
Teachers 1 
recommendations 12 14.0 33 38.4 
Extra-curricular 
activities 0 0 37 43.0 
Table VIII shows that 27, or 31.4 percent, of the firms 
considered the scholastic record as very desirable, while 
33.7 percent considered it desirable for employment purposes. 
The attendance record was rated as very desirable by 20, or 
23.3 percent, and desirable by 29, or 33.7 percent of the 
firms. Personality of the employee was considered very 
desirable by 15, or 17.4 percent, whereas 26, or 30.2 percent, 
considered this was desirable. 
Some of the employers stated that other factors were 
important also. They felt that the attitude of the em-
ployee, appearance, and personal references, especially 
from former employers, were important. 
TABLl~ IX 
FIR11S EMPLOYING PAI~-TIMB STUDENT OFFICE PERSONNEL 
(86 FIRMS REPORTED) 
21 
Number Hired Number of Firms Percent 
Reporting 
l 10 
ll 25 
26 50 
51 100 
Over 100 
None 
Totals 
20 
6 
4 
2 
3 
51 
86 
23.3 
7.0 
4-7 
2.3 
3.5 
59.3 
100.1 
Table IX indicates that 51 firms did not hire part-
time student help. In 20, or 23.3 percent, of the firms 
stated that up to ten part-time workers were hired annually 
and 7 percent hired ll to 25 part-time students. In four 
firms between 26 and 50 part-time students were employed. 
Two of the large firms in Boston hired 51 to 100 employees 
part-time, and three firms hired over 100 part-time students. 
TABLE X 
PART-TH1E STUDENTS HIRED FULL-'riME UPON GRADUATION (35 FIRMS REPORTED) 
22 
Percent Hired Number of Firms Percent 
Reporting 
l 25 
26 50 
51 75 
76 100 
No Response 
Totals 
3 
4 
3 
21 
4 
35 
8.6 
11.4 
8.6 
60.0 
11.4 
100.0 
Table X shows that only three, or 8.6 percent, of the 
respondents hired one to 25 percent of the part-time students 
full-time upon graduation and 11.4 percent hired 26 to 50 
percent of the students full-time. Over half of the reported 
firms employed 76 to 100 percent of the students on the fUll-
time basis. Three firms hired 51 to 75 percent of the students 
upon graduation. There was no response from four firms. Only 
35 of the 86 firms reported. 
Table XI on the following page indicates the makes of the 
typewriters used by the 86 firms reported in this survey. 
I. B. M. has about a two to one ratio in the field of electric 
typewriters as compared to Royal and four times that of the 
Remington and Underwood. 
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Of the manual typewrite~ Royal leads with a ratio 
of two to one as compared with Remington and Underwood. 
Fourteen firms stated that more training was needed on 
the I. B. M. and a few companies indicated that the train-
ing was inadequate on other makes of typewriters. 
Seventy-four, or 86 percent, of the firms used one 
or more types of electric typewriters. About one in seven, 
or 14 percent, of the firms used only manual typewriters. 
Tvventy firms indicated that they used more than one kind 
of typewriter. 
TABLE XI 
TYPE."'hRITERS USED AND THE ADEQUACY OF 'l1RAINING 
AS REPORTED BY 86 FIRMS 
Make Electric Manual Adequate 
Training 
I • B. M. 54 0 26 
Royal 22 52 31 
Underwood 13 24 17 
Remington 12 26 14 
L. c. Smith 8 18 ll 
Olivetti 0 l l 
Olympia 0 l l 
Royal McBee 0 l 0 
Not Listed 0 2 0 
Inadequate 
Training 
14 
8 
5 
4 
3 
0 
0 
0 
0 
TABLE XII 
:F'ULL-KEYBOARD ADDING MACHINES USED AND THE ADEQUACY OF 
TRAINING AS REPORTED BY 56 FIRMS 
JYlake Electric JYlanual Adequate Inadequate 
Training Training 
Burroughs 30 12 3 
National Cash 
Register 7 0 1 0 
Clary 5 1 2 1 
Monroe 2 0 1 0 
Victor 2 0 1 1 
Allen-Wales 1 0 0 0 
Marchant 1 2 0 0 
Remington 1 0 0 0 
Underwood 1 0 0 0 
Not Listed 5 1 0 2 
Table XII shows that 30, or 53.6 percent, of the firms 
used Burroughs Electric Full-Keyboard Adding Machines. Seven 
firms used the National Cash Register and five used the Clary. 
Five machines were not listed by name. Burroughs was the 
leader in the manual full-keyboard adding machine with 12, 
followed by the Marchant with two and the Clary with one. The 
electric full-keyboard adding machines outnumbered the manual 
:2e e,c;ed on the ,'urPour;hs, and one firm each re corr_mended that 
nore train~~~ was needed on the Clary and Victor macn~nes. 
Two firms did not list their make of adding machine. 
Table XIII on the following page shows the data which 
was obtained concerning the use of the ten-key adding 
machine from 43 firms responding to the questionnaire. 
The Underwood Sunstrand was used by 18, or 41.6 percent, 
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of the firms. The next choice was the Burroughs and the 
Friden with 15, or 34.9 percent each; followed by the 
Remington Rand with 14, or 32.6 percent, and the Monroe 
with 13, or 30.2 percent. Of the other ten-key adding 
machines used, the Tvlarchant was ahead by more than two to 
one with eight firms reporting. Fifty percent of the firms 
did not respond to this question. 
Seven firms stated that more training was needed on 
the Underwood Sunstrand and the Harchant. Some of the 
other companies indicated that the training was inadequate 
on the ten-key adding machines. 
Of the five leading ten-key adding machines, the 
ratio of electric to manual was about six to one. 
TABLE XIII 
TEN-KEY ADDING MACHINES USED AND THE ADEQUACY OF 
TRAINING AS REPORTED BY 43 FIRMS 
26 
Make Electric Manual Adequate Inadequate 
Training Training 
Underwood 
Sundstrand 18 2 5 7 
Burroughs 15 3 7 4 
Friden 15 2 5 3 
Remington 
Rand 14 2 4 5 
Monroe 13 2 7 2 
:tvlarchant 8 2 4 7 
Olivetti 2 0 0 0 
Victor 1 1 0 0 
Addo-X 1 0 0 0 
Not Listed 4 0 1 3 
TABLE XIV 
CALClJLATORS USED AND THE ADEQUACY OF TRAINING 
AS REPORTED BY 60 FIRMS 
27 
Make Electric JYianual Adequate Inadequate 
Training Training 
Friden 28 4 6 8 
Comptometer 23 s 8 8 
Marchant 21 2 l 7 
Burroughs 14 4 3 l 
Monroe 10 0 l 4 
Other 10 l l 4 
Table XIV indicates that the Friden was in operation 
in 28 firms reporting. Twenty-three firms used the Comp-
tome ter, twenty-one firms used the J'.-1archant, fourteen firms 
used the Burroughs, and ten firms used the Monroe. Other 
calculators used were the Victor, Olivetti, and the Reming-
ton. The Friden Electric Calculator was a seven-to-one 
choice over the manual. The Burroughs and Comptometer were 
at. least four to one, and the Marchant was ten to one. 
Eight firms stated that more training was needed on 
the Friden and the Comptometer, and seven firms recommended 
training on the JYiarchant. A few firms stated that training was 
inadequate on each of the others. 
• 
• 
TABLE XV 
DICTATING MACHINES USED IN THE 
86 F'IRMS REPORTING 
28 
Make Number Percent Adequate Inadequate 
of F'irms Training Training 
Audograph 6 7o0 l 3 
Ediphone 4 4.7 0 3 
Dictaphone 3 3.5 l 0 
Not Listed 24 27.9 10 6 
No Response 49 57.0 
'rotals 86 100.1 12 12 
Table XV indicates that only approximately half the 
business firms reported the use of dictating machines. The 
machines listed by name were: the Audograph, by six, or 7 
percent of the firms; the Ediphone, by four, or 4.7 percent 
of the firms; and the Dictaphone, by three, or 3.5 percent 
of the firms. Twelve firms stated that more training on 
dictating machines was needed, and an equal number said the 
training was adequate. 
Table XVI on the following page shows other office 
machines that were used and the adequacy of training. The 
electric machines outnumbered the manual four to one. About 
half of the firms used electric duplicating machines. The 
bookkeeping machine was reported by 26 firms, the mimeograph, 
TABLE XVI 
OTHER OFFICE MACHINES USED IN THE 
()6 FIRMS REPORTING 
Nachine 
Duplicating 
JVIachine 
Bookkeeping 
Machine 
Nimeograph 
Billing JVIachine 
I.B.M. Tabulating 
Machine 
Remington Account-
ing lV1achine 
National Cash 
Register 
Verifax 
Photostat 
Thermofax 
Griscombe Micro-
film Reader 
Electric 
46 
26 
19 
3 
2 
2 
l 
l 
l 
JV1anu al 
9 
2 
6 
2 
0 
0 
0 
0 
0 
0 
0 
Adequate 
'rraining 
13 
2 
9 
3 
() 
0 
0 
0 
0 
0 
0 
by 24 firms; and the billing machine, by 19 firms. 
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Inadequate 
Training 
9 
4 
0 
0 
0 
0 
0 
0 
0 
Fourteen firms reported that more training was needed on 
the bookkeeping machine; nine on the duplicating machine; 
and four each on the mimeograph and billing machines. 
Additional office machines used by the 86 firms reporting 
30 
were: I. B. Ivl. Tabulating Equipment, Remington Accounting 
Hachine, National Cash Register, Verifax, Photostat, Thermo-
fax, and Griscombe Microfilm Reader. Some of the firras 
reported that special training was required on certain types 
of machines. 
Table XVII on the following page presents the deficiencies 
in personality traits and work habits of hiGh school business 
graduates in the order of frequency as indicated by the 86 
firms reporting. Accuracy was reported by 43, or 50 percent, 
o:f the firms as the most frequent deficiency. About one-
third of the firms stated that the employees were deficient 
in the following: punctuality, neatness in work, and ability 
to follow directions. About one-fourth of the firms in-
dicated that the employees were deficient in appearance, 
good judgment, and ability to work under pressure, attitude, 
and dependability. One-fifth of the firms indicated ·that 
employees lacked efficiency. 
Between 10 and 20 percent of the respondents reported 
other deficiencies, as follows: enthusiasm, reliability, 
ability to accept criticism, adaptability, and getting 
along with others. Less than 10 percent of the firms 
stated that the employees were deficient in the following: 
loyalty, ability to control emotions, honesty, courtesy, 
tactfulness, attendance, ability to work independently, and 
to concentrate on monotonous tasks. 
TABLE XVII 
DEFICIENCIES IN PERSONALITY TRAITS AND VJORK HABITS 
OF HIGH SCHOOL BUSINESS GRADUATES 
(86 FIRMS REPORTED) 
Deficiency Number of Firms 
Accuracy 43 
Punctuality 30 
Neatness in work 28 
Ability to follow directions 27 
Appearance 23 
Good judgment 23 
Ability to work under pressure 23 
Attitude 21 
Dependability 21 
Efficiency 18 
Enthusiasm 15 
Reliability 15 
Ability to accept criticism 13 
Adaptability 10 
Getting along with others 10 
Loyalty 8 
Ability to control emotions 7 
Honesty 7 
Courtesy 5 
Tactfulness 3 
31 
Percent 
50.0 
34.9 
32.6 
31.4 
26.7 
26.7 
26.7 
24.4 
24.4 
20.9 
17.4 
17.4 
15.1 
11.6 
11.6 
9.3 
8.1 
8.1 
5.8 
3.5 
32 
Table XVIII on the following page shows that poor spell-
ing was the most frequent deficiency reported by 43, or 50 
percent of the firms. Thirty-four, or 39.5 percent, of the 
firms indicated that inability to write correct English was 
very noticeable. Approximately one-fourth of the firms 
reported the following deficiencies: basic fundamentals in 
mathematics, legible handwriting, ability to speak correct 
English, and ability to type accurately. Fourteen, or 16.3 
percent, of the firms stated that the high school business 
graduate lacked knowledge in stenography. Eleven, or 12.8 
percent, of the firms indicated employees lacked basic office 
and filing knowledge. 
Other deficiencies were: typewriting speed, bookkeeping 
knowledge, vocabulary, ability of beginning employees to 
think for themselves, poise and self-assurance. 
Table XIX on page 34 shows that 27, or 31.4 percent, 
of the firms indicated the new stenographic employees had 
difficulty in typewriting mailable letters. Twenty-five, 
or 29.1 percent, of the firms stated that the new employees 
had difficulty transcribing from shorthand notes. Fifteen, 
or 17.4 percent, of the firms stated the employees had 
difficulty transcribing from dictating machines. Twelve 
TABLE XVIII 
DEFICI~NCILS IN SKILLS AND KNOWLb'DGES 
OF HIGH SCHOOL BUSINESS GRADlJATES 
(86 FIRMS REPORTED) 
Deficiency Number of Firms 
Poor spelling 
Inability to write correct 
English 
Lacking the basic fundamentals 
in mathematics 
Poor handwriting 
Inability to speak correct 
English 
Unable to type accurately 
Lack of knowledge in 
stenography 
Lack of knowledge in filing 
General lack of basic office 
knowledge 
Inadequate speed in typewriting 
Lack of knowledge in 
bookkeeping 
Other 
43 
34 
24 
23 
21 
21 
11 
11 
8 
6 
3 
33 
Percent 
50.0 
39.5 
27.9 
26.7 
24.4 
24.4 
16.3 
12.8 
12.8 
9.3 
7.0 
3.5 
'l1 ABLE XIX 
FUNCTIONS IN WHICH Nb'W STENOGRAPHIC EJVIPLOYEES 
HAVE DIPF'ICULTY IN THE 86 PIRMS REPORTING 
Function Number of Firms 
Typewriting mailable 
letters 27 
Transcribing from 
shorthand notes 25 
Transcribing from 
dictating machines 15 
Typewriting stencils 
and masters 12 
Typewriting tabulations 10 
Typewriting memorandums 5 
Typewriting envelopes 2 
Other 2 
No Response 5 
firms felt that typewriting stencils and masters gave 
34 
Percent 
31.4 
29.1 
17.4 
14.0 
11.6 
5.8 
2.3 
2.3 
5.8 
employees difficulty, and ten firms indicated tabulations 
as a difficulty. Less than 6 percent of the firms in-
dicated difficulties in typewriting memorandums, envelopes, 
and composing letters. 
TABLE XX 
FUNCTIONS IN \"'HICH NEIJJ" BOOKKEEPING E11PLOYEES 
HAVE DIFFICULTY IN THE 86 FIRJViS REPORTING 
Function Number of Firms 
Taxes 8 
Computing payrolls 6 
Posting 4 
Figuring tabulated 
reports 4 
Billing 3 
Bank reconciliations l 
Journalizing 0 
Keeping a set of books 0 
Other 2 
Did not apply 20 
No Response 45 
35 
Percent 
9.3 
7.0 
4. 7 
4-7 
3.5 
1.2 
0 
0 
2.3 
23.3 
52.3 
Table XX indicates that in eight, or 9.3 percent, of 
the firms new bookkeeping employees had difficulty in figur-
ing taxes and six, or 7 percent, of the firms reported diffi-
culty in computing payrolls. Other difficulties of new 
employees as stated by less than 5 percent of the firms were: 
posting, figuring tabulated reports, billing and reconciling 
bank statements. Twenty firms indicated that this question 
did not apply, and 45 flrms did not respond. 
TABLE XXI 
FUNCTIONS IN WHICH NEW GENERAL 0 r'PICE El'lPLOYEES 
HAVE Dil~F'ICULTY IN THE 86 F'IRHS REPORTING 
Function Number of Firms 
Answering the telephone 35 
Filing 25 
Operating simple office 
machines 12 
Checking invoices and 
bills 6 
Nailing 2 
Other 1 
No Response 12 
36 
Percent 
40.9 
29.1 
14.0 
7.0 
2.3 
1.2 
14.0 
Table XXI indicates the difficulties new general office 
employees experienced. Thirty-five, or 40.9 percent, of the 
firms stated that employees had difficulty in answering the 
telephone and twenty-five, or 29.1 percent, of the firms 
indicated that filing was a problem. Less than 15 percent 
had difficulty with the following: operating simple ·Office 
machines, 'checking invoices and bills, and mailing. There 
was no response from 12 firms. 
At the end of the questionnaire the businessmen 
were asked to give suggestions which would improve the 
business education program at Weymouth High School. A 
summary of these comments is listed below. 
More emphasis should be placed on setting up and 
typewriting neat, orderly correspondence. 
The majority of high school seniors are well-
trained in the required subjects. In a few 
cases, we do find they have difficulty in 
writing a letter (using proper English, spell-
ing, writing a complete and proper sentence). 
As far as our experience is concerned, all the 
girls we have employed from the high school 
have been excellent in every respect except 
filing. As this is very important in our type 
of business, it has been necessary for us to 
keep reminding them on the correct method of 
filing. 
If it is at all possible, the students should 
be taught the value of a good position with 
a good company. There is a complete lack of 
employee responsibility evident in the majority 
of high school applicants today. 
There should be provision in the high school 
curriculum for a course in public speaking, 
as it develops confidence, the ability to 
present ideas, personality in meeting.people, 
and the respect of others. 
There should be a decided stress on English, 
including literature. Somewhere along the 
educational line, how to spell, how to read, 
and how to use a dictionary should be taught. 
We are interested in the whole person; not 
merely his or her scholastic record and ability. 
Therefore, we are greatly concerned with such 
factors as his personal integrity, his sincerity 
of purpose, and his ability to adjust satisfactorily 
to his environment. 
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There should be actual practice for the students 
to act as secretary or assistant secretary to 
the school principal and superintendent. This 
would give experience that is impossible to 
match by classroom work. If not possible, in-
troducing classroom teaching technique which 
includes role-playing might be a good substitute. 
Visits should be made to local industries by 
prospective graduates to enable them to experience 
first-hand on the job atmosphere. 
The high school student lacks initiative, does 
not feel a responsibility toward his duties, 
and frequently lacks pride in the end result. 
If these characteristics could be emphasized in 
high school, it would be very helpful to the 
employer as well as the employee. 
The word we stress the most is "attitude". If 
we could find people who were willing to give us 
a day's work for a day's pay and in whom we could 
develop a sense of company loyalty, we would be 
satisfied. Training is important, but it comes 
second to attitude. 
High school applicants often over-dress. They 
should regard neatness and good grooming more 
highly. 
We would like to see all business education 
students spend more time on business machines. 
It is our impression that the high school graduate 
does not attempt to develop improvement in his 
position and is prone to operate on a routine basis. 
We are interested in the well-rounded person. 
School marks are very important. We are not 
interested in the "problem" employee. 
Chapter V contains a summary of the findin,;s of 
this survey, and recommendations for improving the 
business education department of' Weymouth High School. 
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CHAPTER V 
SUHMARY AND RECOlvTMENDATIONS 
The main problems of this study were (1) to survey 
a group of business firms located in Boston and the 
South Shore area to determine the adequacy of the busi-
ness preparation of the graduates of Weymouth High School, 
and (2) to study the implications of the findings for 
curriculum revision. 
Surn..rnary of Fin dings 
The findings of this survey are summarized below. 
1. Approximately 35 percent of the firms reporting 
employed from one to 50 office employees. Fourteen 
percent employed from 51 to 100 office workers. Firms 
with office employees of 101 to over 1000 comprised less 
than ten percent of the 86 business firms reporting. 
2. AnproxliQately 27.9 percent of the firms employed 
from one to five high school business graduates each year. 
Seven percent of the firms hired between six to ten graduates, 
seven percent of' the firms hired between 11 to 25 business 
graduates, and 8.1 percent hired from 26 to 50 graduates 
each year. Approximately 10 percent of the firms reporting 
hired over 75 business graduates each year. Twenty percent 
of' the firms indicated that the number of employees hired varied. 
3. Approximately 52, or 40 percent, of the employers 
reporting used employment tests in order to select new 
employees. Fifty percent administered the typewriting 
test, 42.3 percent used the clerical aptitude test, 32.7 
percent used general aptitude test, and 30.7 percent used 
the shorthand test. Several firms used their own tests. 
4. Approximately 75 percent of the 42 firms report-
ing required speeds in typewriting of 40 to 59 words per 
minute. The speed of 60 words per minute and over was 
required by 14.3 percent. Approximately 9 percent of the 
firms required typewriting speeds between 30 and 39 words 
per minute. 
5. Of the 34 firms reporting, 41.2 percent required 
shorthand speeds between 80 and 100 words per minute. 
Eight, or 23.5 percent, of the firms required speeds of 60 
to So words per minute, and ten, or 29.4 percent, required 
speeds of 100 words per minute and over for the beginning 
employee. 
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6. Sixty percent of the firms indicated·that personal 
application and recommendations of other employees were the 
most common sources used in obtaining new employees. The 
high school placement office was used by 56.9 percent. Em-
ployment agencies and newspaper advertising were each used 
by 50 percent of the firms in obtainin·g new employees. 
7. Approximately one-third of the employers considered 
the scholastic record as a desirable factor. One-third 
considered it a very desirable factor in the employment of 
new personnel. Other factors of importance that the em-
ployers stated were: attendance record, attitude, appear-
ance, and personal references. 
8. Approximately 35, or 40 percent, of the firms 
reporting hired part-time student help. Twenty, or 23.3 
percent, of the firms stated that up to ten part-time 
workers were hired annually and 7 percent hired 11 to 25 
part-time students. Five percent of the firms hired be-
tween 26 to 50, 2.3 percent hired between 51 to 100, and 
3.5 percent hired over 100 part-time students. Fifty-one, 
or 59.3 percent, of the firms did not hire any part-time 
students. 
9. Of the 35 firms reporting, 60 percent of these 
firms hired between 76 and 100 part-time students full-
time upon graduation. About 30 percent hired from one 
to 75 part-time workers on a full-time basis. 
10. Four out of five firms were using one or 
more electric typewriters. The I. B. M. Electric Type-
v.rriter was twice as popular as the Royal, and four times 
as popular as the other makes used. The largest number 
of employers reported that more training was needed on 
the I. B. M. Typewriter. 
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11. The Burroughs Electric Full-Keyboard Adding Machine 
was used by 30 of the 56 firms reporting. Seven firms used 
the National Cash Register and five firms used the Clary 
machines. The Burroughs was the leader in the manual full-
keyboard adding machine field with 12 firms reporting, 
followed by the Marchant with two, and the Clary with one 
response. Five firms stated that more training was needed 
on the Burroughs Full-Keyboard Adding Machine. 
12. The Underwood Sundstrand Ten-Key Adding Machine 
was the leader of the electric adding machines with two-
fifths of the 43 firms reporting the use of one or more 
of the machines. Other electric ten-key adding machines 
used by approximately one-third of the firms were: Friden, 
Burroughs, Remington Rand, and Monroe. Very few firms used 
this type manual machine. Thirty-one firms stated there 
was insufficient skill in operating the ten-key adding ma-
chine. 
13. Electric calculators substantially outnumbered 
the manual calculators with the Friden being used by approxi-
mately one-half of the 60 firms reporting. The Comptometer 
and the Marchant were used by one-third and the Burroughs 
by one-fourth of the firms. Thirty-two firms stated that more 
training was needed in using calculating machines. 
14. Twenty-four, or 27.9 percent, of the firms did not 
name the make of dictating machine they were using. Fifteen 
• percent of the 86 firms reporting used the Audograph, 
Ediphone, and Dictaphone Machines. Approximately 57 
percent of the firms did not use dictating machines. 
Twelve firms stated that more training was needed in the 
skill of operating the different dictating machines. 
15. Other office machines used most frequently by 
43 
the 86 firms reporting at the time of this study were: 
billing, duplicating, bookkeeping, and mimeograph machinesa 
Nine firms felt that more training was needed in learning 
the duplicating machine, fourteen firms felt there was 
inadequacy of training in the operation of the bookkeep-
ing machine, and four firms felt more training was needed 
on the mimeograph and billing machines. 
16. One-half of the employers indicated that the 
nevJ employees failed to check work for accuracy and approxi-
mately one-third of the firms listed punctuality, neatness 
in work, and ability to follow directions as deficiencies. 
One-fourth of the firms listed appearance, good judgment, 
ability to work under pressure, attitude, and dependability 
as deficiencies. 
17. Fifty percent of the firms reported there was a 
definite deficiency in spelling. About 40 percent stated that 
their employees displayed inability to write correct English. 
Approximately one-fourth of the employers reported that ~here 
were deficiencies in the following: basic fundamentals 
in mathematics, legible handwriting, ability to speak 
correct English,and ability to type accurately. Less 
than one-fifth of the firms indicated other deficien-
cies were: filing, basic office practice, and bookkeeping. 
18. Approximately 30 percent of the firms reported 
that their stenographic employees had difficulty in type-
writing mailable letters and transcribing from shorthand 
notes. Seventeen percent of the firms stated that the 
new employees had difficulty transcribine; from dictating 
machines. Twelve firms felt that typewriting stencils 
and masters gave employees difficulty, and ten firms in-
dicated tabulations as a difficulty. 
19. Approximately 40 percent of the firms indicated 
that new general office employees had difficulty in answer-
ing the telephone, and 30 percent indicated that filing 
was a deficiency. J?ourteen percent of the firms in-
dicated that employees had difficulty operating simple 
of':L'ice machines • 
.Recommendations for Improving the Curriculum 
Recommendations for improvement of the business 
education department of Weymouth High School are as 
follows: 
1. A review course in business arithmetic should be 
offered to all senior business students. Emphasis should 
be placed on basic fundarnen tals in mathematics. 
2. The business curriculum should also include a 
review course in English, stressing spelling, handwriting, 
public speaking, composing letters, and completing appli-
c a.tion forms. 
J. Hore time should be given to practice in answer-
ing the telephone. 
4. The importance of' punctual and regular attend-
ance should be stressed. 
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5. More stress should be placed on giving type-
writing, clerical aptitude, general aptitude, and shorthand 
tests throughout the senior year. 
6. Hore emphasis should be given to the use of the 
electric typewriter, ~ictating machine, calculating 
machine, and the duplicating machine. 
7. Hore emphasis should be placed on filing, type-
writing mailable letters, and tr&nscribing accurately from 
shorthand notes. 
B. More stress should be given in all classes to the 
importance of punctuality, accuracy, neatness in work, 
ability to follow directions, appearance, good judgment, 
attitude and dependability. 
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APPENDIX A 
89 Ml DDLG STREET 
EAST WEYMOUTI-I 89 
MAS SAC I-IUSETTS 
Narch 20, 1961 
Gentlemen: 
I am making a survey of business qualifications desired 
by employers, and our records show that you have employed 
recent graduates of Weymouth High School. The purpose 
of this study is to improve the business education program 
at Weymouth High School and to better prepare the students 
for employment after graduation. 
To complete this study, I am asking your cooperation. 
\.Aiill you assist me by answering the questions on the 
enclosed questionnaire, and return it to me at your 
earliest convenience. All information is confidential 
and will be used in tabulated form only. 
Please do not hesitate to consult others in order to 
complete this questionnaire. 
Your assistance and cooperation will be greatly appre-
ciated. 
Very truly yours, 
Wilfred G. Roberts 
Enclosures 2 
A SURVEY OF' EMPLOYERS OF' REC:ti:NT BUSINESS GRADUATES 
OF WEYMOUTH HIGH SCHOOL 
l. Name of firm 
----------------------------------------------------------
2. Address of firm 
-------------------------------------------------------
J. Type of Business ______________________________________________ __ 
4. Number of office employees ___________________________________ ___ 
5. How many high school graduates do you employ? ________________ _ 
6. Name of person completing questionnaire __________ ~--~--~----
( option) 
7. Position in firm ~----------------------------------------------------
Yes No 8. Are employment tests given? 
-------------- ------------------
9. Required speed for the beginning employee 
Typewriting wpm Shorthand Dictation wpm 
-------
10. What sources do you use for obtaining your employees? 
a. High school placement office 
---. b. Personal application 
---
---
c. Newspaper advertising 
---
d. Employment agencies 
e. Recommendations of other employees 
---f. Other 
--- -------------------------------------------------------------
ll. Please check ( ) the information desired about each employee, 
and double check ( ) that which is used most often. 
a. Scholastic record 
-----b. Teachers recommendations 
c. Attendance record 
-----d. Extra-curricular activities 
e. Personality rating 
---f. Other 
---- --------------------------------------------------------------
12. How many students are hired on a part-time basis each year? 
---
13. What percentage of these students are hired on a full-time 
basis upon graduation? % 
: 
-2-
14. Please check ( ) in columns 3 and 4 the machines used by your 
office employees, and indicate in columns 5 and 6 the adequacy 
of the high school training. 
Training is 
Machine Make Electric Manual Adequate! Needs 
1 more 
I Inst. 
( l) ( 2) ( 3) ( 4) ( 5) ( 6) 
A. Typewriter !I.B.M. 
L.C • Smith 
. Remington i 
----Royal 
---·-----·· 
: 
Underwood 
Other 
B. Dictating Machines 
c. Himeograph i I 
1 
D. Duplicating Machines! 
! 
E. Adding Machines 
Full-Keyboard 
'Burroughs ' 
lClary 
;Other 
' ! Ten-Key i 
; Remington- I I Rand I 
·underwood I I 
Sundstrand ' l i ! ! 
. 
. Frlden 
Honroe 
Marchant 
!Burroughs I 
F. Calculator 
Burrou hs 
·Frlden . 
Marchant 
Other 
G. Billing Machine 
H. Bookkeeping Machine 
I. Other 
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1). Please indicate by a check mark ( ) which of the following 
personal qualifications need more attention. 
---
a. Accuracy 
b. Ability to follow directions 
---c. Neatness in work 
-----d. Efficiency 
___ e. Adaptability 
____ f. Punctuality 
g. Reliability 
--~h. Attitude 
i. Appearance 
----j. Courtesy 
----~k. Tactfulness 
----
l. Getting along with others 
m. Enthusiasm 
----
___ n. Honesty 
---
o. Dependability 
____ p. Loyalty 
___ q. Ability to accept criticism 
____ r. Ability to work under pressure 
____ s. Ability to control emotions 
---
t. Good judgment 
u. Other 
---
16. In which of the following skills have you noticed inadequacies 
in high school business graduates employed by your company? 
----
a. Poor spelling 
b. Inability to speak correct English 
---c. Inability to write correct English 
d. Poor handwriting 
---e. Lack of knowledge in bookkeeping 
---f. Lack of knowledge in stenography 
g. Lack of knowledge in filing 
--.....,: h. Inadequate speed in typewriting 
-----i. Unable to type accurately 
j. Lacking the basic fundamentals in mathematics 
---. k. General lack of basic office knowledge 
----1. Other 
----
17. In which of the following functions do stenographic employees 
have difficulty? 
a. Transcribing from shorthand notes __ ....., 
b. Transcribing from dictating machine 
---
---
c. Typewriting mailable letters 
---
d. Typewriting envelopes 
e. Typewriting tabulations 
---f. Typewriting stencils and masters 
g. Typewriting memorandums ___ ....., 
h. Other 
---
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18. In which of the following functions do bookkeeping employees 
have difficulty? 
a. Computing payrolls 
---~b. Bank reconciliations 
c. Billing 
----d. Journalizing 
---
___ e. Posting 
f. Fi@lring tabulated reports 
----g. Taxes 
----. h. Keeping a set of books 
----i. Other 
----
19. In which of the following functions do general o:fi\"i:~e employees 
have difficulty? 
____ a. Answering the telephone 
b. Mailing 
----
____ c. Filing 
d. Operating simple office machines 
---e. Checking invoices and bills 
----f. Other 
-----
20. Please indicate what you feel would improve the business 
education program at Weymouth High School. 
